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PREPARI NG RECORDS FOR TRANSFER TO THE WNRC

A. Background. There are two types of records that may be
transferred: PERVANENT and TEMPORARY. Per manent records wll be
held at the FRC for a specified perirod of time, usually 25 to 30

ears, and then offered to the National Archives for accession.

enporary records are held at the FRC until they are ready for
destruction and then they are disposed of by FRC personnel,
usually from2 to 10 years after their transfer.  Preparing
records for transfer Is a two-step process: selecting and

screeni ng. Preparin%]the records for actual transfer, packing
them, and preparing the paperwork, is covered in enclosure 8 to
this Instruction. - =

BEFORE you begin the process of selecting and screening, you
acconpl i sh the follow ng:

1. Ensure that each file is conplete and that all papers
to be)retalned are accounted for (such as enclosures and rel ated
papers) .

2. Ensure that duplicate copies of docunents have been
destroyed.

3. Remove all nmail control forns, classif ied cover

sheets, envelopes, and routing slips, exceot those contai ni ng
remarks of significant record val ué.

_ 4. Mend or reinforce torn or frayed tenporary papers
W th transparent tape. Do not tape nor attenpt to nmend pernmanent

docunents. Torn or frayed permanent documents shoul d be
supported as best as is possible 1n new file folders. NARA

personnel will nend such docunents using nethods and materials
designed to ensure their presentation.

5. Assenble related docunents as for filing, ensuring
that the latest action is on top followed by the basic paper,

then the endorsenent, beginning wth the earliest paper followed
by enclosures, in numerical order and lastly the supporting
paper s.

6. Staple related paﬁers together in the upper left
corner; use prong fasteners when the material is too thick to use

W re staples.
/. Be sure that all file folder |abels, I n whatever

form are legible and clearly identify the papers in each folder
and be certain that the transmttal docunent (SF 135) reflects
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exactly what is on those labels. Transmttal docunents for
tenporary records nmust list the beginning and ending file in each
box; transmttal docunents for permanent records nust list all
files in every box.

8. Ensure that all the requirenments of DoD Regul ation
5200. I-R (reference (h) ) are- followed in regard to security
markings on f el ders and papers.

B. Selecting Files for Transfer. To be transferred to a
Federal Records Center, records nust be ELIGBLE. The follow ng

criteria nust be net:

1. They nust be scheduled for transfer to an FRC. To
determne this, check the appropriate files series at enclosure 4
to this Instruction. _ - . .

2. They nmust not be needed to carry out current agency
operati ons.

3. They nust not be eligible for imedi ate destruction.

4,  They_must not be eligible for destruct ion wthin 1
year of the date of transfer. -

c. Screening. -

1. Screening IS the renoval of documents or folders or
other materials that "are unnecessary or have no lasting value to
the record series being transferred. This includes DUPL| CATE
copi es of docunments. Not all files HAVE to be screened.

2. PERMANENT records and records scheduled for retention
for 3’5 years and nore_MJST be screened and extraneous materials
renoved.

3. IEMPORARY files; that is, files that will be held at
the FRCc for a period of tinme and destroyed there, do not have to
be screened, but you should remenber that to be useful to anyone,
your files should always be slimand trimand ready for
;effrence. I n deciding whether or not to screen, consider the

ol | owi ng:

a. Can conplete folders be renoved?

o b. Can disposable naterial be separated easily from
I ndi vidual folders? -

c. Can materials to be renoved be easily identified?
d. Is access to the records to be screened easy?

e. |s physical processing such as the renoval of
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f ast eners necessary?
I R her these rules:

a. Screening problens will not arise if records to be

retai ned permanently or for long periods are not filed wth
papers of |esser val ue.

b. If you have to call papers back fromthe FRC for
reference (and this is always a possibility), the nore clearly
they are marked and organi zed, the easier 1t wll be to find what
you are | ooking for. f you have done your work thoroughly, you
can call for individual FILE FQ DERS instead of whole boxes from
a shi pment of records.
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